
GMIS / PeopleSoft

Requesting Access or Changes for New or Existing Users

PeopleSoft User ID’s for the Financials applications (which includes the Purchasing module) are administered by the GMIS 

Office of IDOA.  Following are the usual administrative steps in the process. 

Step 1.  A request is initiated by an agency

This can be as simple as requesting that “John Doe” be given access to the Accounts Payable module.  Usually, the request 

will come from the manager of the particular business area (for example, the designated Procurement Agent for the agency 

for eProcurement or Purchasing access, or perhaps the agency controller for other financials modules).  Just fill out a form 

from  the “Report an Issue” link on the PeopleSoft sign-on page.  Or, emails can be sent to:

GMISpasswords@doit.in.gov

***  Also "Report an Issue" when a user transfers, terminates, or no longer needs PeopleSoft access ***

Step 2.  User Access Request Form is created and sent to the agency.

We track these requests in a database and a particular user may have multiple records.  That way we can track how a user 

got to a particular access level and who approved it.

Step 3.  Complete the form.

The agency user and/or supervisor 

complete the top portion of the form 

including specifying the agency number(s) 

that this user will have access to.

The "Specific GMIS Access" section 

varies by application.  This section is 

usually completed by the relevant 

manager.

If the agency knows the Security Roles 

that are needed, they will check the 

appropriate boxes on the form or list the 

capabilities in the Comments box.

The user and the supervisor sign the form.  

For eProcurement/Purchasing access, the 

agency Procurement Agent also signs.

Step 4.  Return the form.

Send or Fax the form to:

GMIS Security Administrator

IDOA — GMIS

IGCS, Room 470

Fax:  317-234-2231

Step 5.  Setup the user’s security.

The GMIS Support Team uses the form as 

the specifications for setting up or 

updating the requested user’s access.

Users are usually emailed their 

ID/Password information and the agency’s 

contact person is notified when this is 

complete.

(Note:  The format of the form may vary depending on the type of access) 


